Final Round (Managers)

During the final round, employees can submit multiple lists that contain ranked annual vacation

requests.

Ranked Request Lists

On the processing page, multiple ranked request lists are displayed for each employee instead of a
single ranked request list used in regular rounds. Each list is ordered in priority by the employee, with
subsequent ranked vacation requests within each list. Ranked lists are numbered and accessible using

tabs.

Ranked Request Lists
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The tabs for each ranked request list can indicate which actions were applied:
e Once a request has been approved within a list, the tab will display a green icon.
e If alist contains denied requests, it will display a red icon
e [f alist has not yet been processed, it will not display an icon.



Ranked Request Lists
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Skip This Employee's Participation

Processing

e A manager or approver must process an employee's lists until a request has been approved or
there are no more lists to process.

® Once an employee has an approved vacation request, the manager or approver can continue to
the next employee in the queue for processing.
An employee can be skipped if they have no vacation request lists.

e Once all the employees in a vacation group has been processed at least once, the manager or
approver can return to the top of the seniority list and begin a second round of processing.
Employees who do not have any more ranked lists to process may be skipped.
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